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MEMORANTERE FORt Deputy Director (Adwinistration)
SUBIECT: Agency Survey of Microfilm Operations

1. You will recsll that on 15 Decewber 1553 we submitted to the
Archivist of the United States an inventory of mierofilming equipwent
owned or rented by the Agency. The equipment inventory wms only one
of seven schedules comstituting o microfilming operstions survey ques-
tiomsaire which the General Services Administration sent to 211 Govern-
went sgencies,

2, Ve could not submit the other six schedules as that would have
involved the revealing of security icformstion. Thoss schedules covered
such matters as:

8. The specific types of records vhich are being micro-
filmed, ‘

b. The validitiy of the deterwinations o microfilm
specific types of records.

¢, The efficlency and cost of typical 1adividual micro-
filming projects.

4. Current standards for sicrofiiming and the peed Tor
wodiTisntion thereof.

3. Authority to conduct this survey was granted the Adsinistrator
of Cenerel Services by Bection 505(c) of the Pederal Becords Act of 1950,
The swrvey vhich was sade to dotermine the need for and the efficlency
aad cost of microfilming operations being carried on by Federsl agencies
bhad as its cblectives:

. &. QGovermment-wide staniardiszed proceduves.

b, Nore effective equipsent use an! improved space
atilization.

¢. PReduced costs for sicrofilm operations,

b. Tae survey is now copplete end a susmary report relessed by the
Ganeral Services Administraticn indicates great possibilities for savings
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in sierofilwing operations ithrough the adoption of the following rec-
cosendations:

2. Establishwent of a continuing Sovermment-wide
microfile control prograu.

b. A reguirewent for all sgencies to obtalin spproval
for pew projects in accordance with regulations
t0 be establiighed.

¢. X review of existing prolecis.,

4. The passeage of enadbling legislation which would
give the Genersl Services Adwministration aunthor-
ity to comtrol projects and eguipment in accord-
snce vith standsrds to be established.

e. The appropriation of funds for e highly quali-
fied General Services Administration staff.

5. Ve feel that there are proportiopate savings possidilities in
this Agency, and, slthough we could not participate in the Govermment-
wide survey, in our opinion there is an obligation to comply with the
intent of this survey. Accordingly, we have prepared as the initial
step in surveying the wicrofilming operations of the Agency, a question-
neire on wvhich all major organigational components are requesteé to fur-
nish data concerning their wicrofilming operstions similer to that re-
quested by General Services Adwinistration.

6. A copy of the proposed questiomnsire, together with the draft of
&n Ageney Fotice, is attached for your approval and authentication. The
tionnuire and Notice have the concurrence of the Chief of logisties
ﬁiﬁt, TPechnical Review and Policy Staff). No further concurrences are
believed to be necessary.

25X1A9%A
Chief, Management Staf?
Attachment

Proposed Questioconalre
Draft of Proposed Agency ERotice
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